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SYSTEM ADMIN: ATTENDANCE CoDE SETUP

OVERVIEW
Attendance Codes are used to process student attendance and are tied
to a calendar.

Path: System Administration > Attendance

Creating a New Attendance Code
1. Click New.
2. Enter the Code
(short description) [ AttendancebxcuseDetal |

of the attendance *Code

event. This code MEx
will be seen in the *Description
C licati Medicaldoctor xcused
ampus application. | o .

3. Enter a Description Prv— v Excused  [¥]

for the attendance

event. The descrip-
tion can be seen by hovering over the code in the student atten-
dance records or in the daily attendance tool of the Attendance
module.

4. Select the Status and Excuse that should be used for that atten-
dance event.

5. Click Save when finished.

The Excuse Code Copier may be used to synchronize codes from
school to school; this process should not be done during the middle of
the school year, as updates may change student attendance data.

| Attendance Excuse Code Copier |

Thig tool will copy excuse codes from 1 calendar to the others, and is useful for maintaining district-wide codes.
WARNIMG: Attendance data gets linked to an excuselD (an internal identifier), =o if you delete an excuse from the list,
vou wil alzo remove the excuse code frem the attendance data. The data is synchronized by using the code field, so if
you change a code that has the effect of deleting the old code and creating a new code, so thiz should only be used to
modify existing cede labels, add new codes, or setup/synchronize codes in new calendars.

Source Calendar Destination Calendars
08-07 4T7P - Clinton Secondary || 07-08 4T7P - Clinton Secondary |
07-08 Adams HS 1
ErLETEL 07-08 Adderley M3 =

07-08 Arthur HS

O L § X o X 07-08 Buchanan HS
Full Synchronization (Wil delete codes in the destination if they are not in the 07-08 Canadeo MS

@ Update matching codez and inzert miz=ing ones (Does not delete)

source) [7-08 Cleveiand HS
07-08 Davis MS
07-08 Eller M3
(_copy Codes | 07-08 Filmore HS

07-08 Garfield HS

07-08 Grant HS

07-08 Grant MS

07-08 Gregg NS

07-08 Harrizen High School [v]

CTRL-click and SHIFT-click for multiple

Copying Codes

1. Select the Source Calendar from the dropdown list. This is the cal-
endar that contains the excuse codes.

2. Select the Copy Method. There are two options. Update match-
ing codes and insert missing ones will not delete any codes. Full
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Codes should not
be changed during
the school year, as
changing codes in
system admin will
change student
attendance data.

Exempt- a type of absence
that does not count in the
total number of absences

for a student; often used to
indicate the student is absent
from the classroom, but is in
a learning activity.



(\\ System Admin: Attendance
Camp\l.,s Synchronizations will delete the existing codes in the destination

calendar.
Universitg 3. Select the Destination Calendar(s) from the list. This is the calen-
dar into which the codes will be copied.
4. Click the Copy Codes button. A pop-up message will appear when
it has finished copying, noting how many codes were updated,
inserted and deleted.
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ATTENDANCE WIZARD

OVERVIEW & OBJECTIVES
The Attendance Wizard tool allows the attendance office to quickly
create or change attendance data for a group of students using a vari-
ety of modes. During this lesson, you will learn how to:

* Create attendance events for a given day using a variety of modes.
» Edit existing attendance data using the wizard in a variety of

modes.

Nawgatmg to the Attendance Wizard

In the Index Outline, expand the Attendance module.
2. Select Attendance Wizard.
3. The current date will automatically be entered into the Attendance

Date field. The attendance wizard date can be changed to create or

edit attendance events for any attendance date.

1. Attendance Date: |11/10/2008

2. Mode:

[

(" Daity (") Period (") Batch () Edit () Batch Edit (7) Check In () Check Qut

Using the Daily Mode

1. Once the date is selected, choose the Daily mode.

2. Search for the students that you need to mark absent. You may
search by name, grade level, attendance code, student number,
course and section number, or use an existing Ad hoc filter.

3. Search results

will appear in the
column labeled B.
To create an atten-
dance event for that
child on that day,
select the student’s
name. This will
move their name
into Column C. You
may click Select All
to move all students
into Column C.

B. Select students to add to edit list

Nachtmann, A

124485

Napthine, Stephanie (11} 124515
Marborough, Andreanna (11) 124526
Marri, Quillan (123 124532

Natter, Preste
Naumann, Callum

Naumann, Finn (12} 124545
MNayel, Loryn (12} 124557

C. Click on a student to remove from lisi

Abegg, Dylan - 103857
Mannig, Amal - 124456

4. To remove a stu-

dent’s name from the list, click on their name in column C.

5. After the students have
been moved to Column
C, select the correct
Attendance Code for

4. Daily Enter attendance information an

d click Save

Afttendance Code

Comments

(o]

Comments Options |; Append comments

3|

Overwrie Exitl Overwrite existing comments

Append comments

Save Atter Leave existing comments unchanged

the situation.

.0\

Enter any additional information in the Comments field.

7. Select the Comment Option. Append comments will leave any
existing comments on the record and add the user-entered com-

ments at the end of the fi

eld.

8. Click the Save Attendance button.
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Daily Mode. Marks
selected students as
absent for the entire
day. Most common use
of this mode is enter-
ing attendance data into
Campus as the result of
parent phone calls to a
pre-excused voice mail
account.
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Period Mode. Marks
selected students as absent
for a selected period. This
mode is commonly used
when excusing an entire
group from the last period of
the day.

The Overwrite
Existing Data
check box will
erase any exist-
ing attendance data for that
date or period and replace it
with the code and comments
entered in the Wizard. (The
default is to overwrite.) This
box may be unchecked or left
checked depending on the
workflow of the attendance
office. For example, if a
group of students is on a field
trip and this data was entered
into Campus earlier, the box
would be checked when
entering students who will be
absent all day as the result
of a parent phone call. This
will remove the indication that
the student is on a field trip
and replace it with the indica-
tion of an all-day excused
absence. Conversely, if the
all-day absences have been
entered first and the field trip
list comes in later, the box
would be unchecked when
the field trip list is entered
into the system to preserve
any records of students who
were absent for an entire day.

Attendance Wizard

Using the Period Mode

1. Once the date is selected, choose the Period mode for marking the
students absent.

2. Search for the students that you need to mark absent. You may
search by name, grade level, attendance code, student number,
course and section number, or use an existing Ad hoc Filter.

3. Search results will appear in the column labeled B. To create an
attendance event for that child on that day, click on the hyperlink of
a particular student’'s name. This will move his name into Column
C. Alternatively, you may use Select All.

4. To remove a student’s name from the list, click on their name in
column C and it will be moved back to Column B.

5. After the students have been moved to Column C, select the Period
to create an atten-

click Save

dance record for and 4.Period Enter arengance nformati

Period Mode: The atte:

s epplied to the selected period.

the CorreCt Atten' Current Period | B: 0151 PM)  []
dance Code for the Aftendance Code | AE. bsent Excused [v]

. . Comments Student Council meeting
situation. Enter any Comments Optons [ romend sormons o
information in the [] overwrite Existing Data

Save Attendance

Comments field.
6. Click the Save Atten-
dance button.

Batch Mode. Marks selected students as absent for a range of days. This
mode is commonly used when a student or group of students is going on a
week long trip.

Using the Batch Mode

1. Once the date is selected, choose the Batch mode for marking the
students absent.

2. Search for the students that you need to mark absent. You may
search by name, grade level, attendance code, student number,
course and section number, or use an existing Ad hoc Filter.

3. Search results

4.Batch Enter attendance information and click Save
W|” appear in the Attendance Code | AEX: Absent Excused [
Column Iabeled From: Date|05/18/2007 [75 Time 1:19 Pl To: Date |05/18/2007 73] Time | 1:18 Pl
Comments Student Council mesting
B' SeIeCt the Comments Options | Append comments [v]
Student(s) Who [ overwrite Existing Data
. Save Attendance
will need to

have attendance

events created.
4. Select the correct Attendance Code for the situation
Enter the Date (and Time if needed) for when to start applying the
absence code in the From: area and the last Date (and Time if
needed) for that code in the To: section.
6. Enter any additional information in the Comments field.
7. Click the Save Attendance button.

N
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Attendance Wizard (\ t

Using the Edit Camp\US

Mode

1. Attendance Date: 114'154‘20053 . .
1. Toeditattendance  emos  com Oros ssbs res o sunes st o v University
from previous T L Foo o i
entries, select the - et Dty (1011
date you wish to edit - S Edit Mode is used to edit
and then select the [ e s 10 115572 existing attendance marks,
Edit Mode. ancose ] as in taking all unknown
2. Students that have seiabeise ] 0 absences from first period
an attendance event = and changing them to
for that day will 3 Hos Fier unexcused.
appear in Column B.
3. To make changes o e
to one particu|ar %.Zif:ci% :“TTM el
student, select the ) — 1 a
student in Column B. o -
4. Make the atten- o

dance changes for
the particular stu-
dent and select Save Attendance.

5. If the change should be applied to all subsequent periods of the
day, click Fill Down.

6. Click Save Attendance.

7. To do mass change, search for the students who have the common
attendance event, such as students marked absent unknown from
first period.

Using the Batch Edit Mode Batch Edit creates atten-

1. Choose the Batch Edit dance events for a group
mode. T of students over a range

2. Search for the stu- T (s B et comctparire of C!ays from a particular
dents that you need to : : period. As an example,

» < batch edit could be used

mark absent. You may o - to create absences for a
search by name, grade group of students who will
level, attendance e —]

be gone from third period
code, student number, every day for a week.

course and section number, or use an existing Ad hoc Filter.

3. Search results will appear in the column labeled B. Select the
student(s) who will need to have attendance events created.

4. Select the correct attendance code for the situation.

5. Enter the date range and choose which periods the students will
have an attendance event for.

6. Enter any additional information in the comments field.

7. Select the option desired for comments-- append (add to exist-
ing), overwrite (replace existing), or leave existing comments
unchanged.

8. Click the Save Attendance button.
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Check In mode is designed
to change existing atten-
dance marks to a user-
specified code up to the
timestamp. Any attendance
records for periods that hap-
pen after that timestamp are
cleared. The student will
show as present from that
point on.

Check out mode is designed
to mark a student with a par-
ticular attendance code for all
periods after the timestamp.
This mode is commonly used
when a student leaves early
and needs to be marked as
absent for the rest of the day.

Attendance Wizard

4.CheckIn Enter

ce information and click Save

Check In Mode: The attendance code is applied to all absences prior to the time. Absences after the time will be cleared out.
The Check In il tamp will be appended into the co 1

Attendance Code [v]

Current Time: 11:28 AM

Comments

Save Attendance

Using the Check In Mode

Select the Check In mode.

Search for the student(s) who need to be checked in.

Select the student if needed in Column B to place their name in

1.
2.
3.

SN

Column C.

Enter the Attendance Code to update the absences recorded up to
the check in time.

Enter any Comments as needed.

Click Save Attendance.

4.Check Out  Enter

ce information and click Save

Check Qut Mode: The attendance code is applied to all periods after the time.

The Check Out fi tamp will be appended into the co
Attendance Code | AEX: Absent Excused [N
Current Time 11:34 AN

Comments

Using the Check Out Mode

Choose the Check Out mode.

Search for the student who is checking out. You may search by
name or grade level.

Select the student if needed in Column B to place their name in

1.
2.

3.

S

Column C.

Enter the Attendance Code to be applied to attendance after the

timestamp.

Enter any Comments as needed.
Click Save Attendance.
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STUDENT ATTENDANCE TAB

OVERVIEW

The Attendance tab will show the student’s attendance history in
the selected year. The left side of the attendance tab will show a
summarized view of the student attendance, showing attendance
histories by term and by course. On the right is a line-by-line record
of the student’s attendance for a year. The events are color-coded
according to the key at the top of the tab. The codes are school
defined elements.

To find out more information about a particular attendance event,
hover over the cell with the code. A pop-up will display the type of
attendance event, the status (excused, unexcused, unknown, or
exempt), and any comments that were made when the event was
created.

:@Summan” Enrollments | QSclledule| {¥Attendance | Programs | 3Medicaid | FGrades | Transcript |
|1 New & Periad Netail A Nailv Detail

Unknown Excused ISHBISEY Exempt
Term 1 07/02/2007 - 09/28/2007 Date Period
Instructional Days: 21 Present Days: 21 1234567889
Period 1123456789T 04/02/2008 Wed A
Absent 0/0/0/00[0/0/0]0]0 0372812008 Fri NEEEEEEEE

00
00

Early Release
Tardy

0
0
0

0[000000]0
0(00[0000]0 Marked by Administrator, System at 03/28/2008 15:50

Term 2 10/0122007 - 122172001
Instructional Days: 60 Present Days: 60
Period 1234567897
Absent 0/0/0j0/0/0f0j0|0
Early Release|0 |0 0.0 00 0/0(0/0
Tardy 0/000000[0]0]0

=

0
0
0

Navigating to a Student’s Attendance Tab

1.
2.
3.

In the Index Outline, expand the Student Information module.
Select General.

Search for the student that has an attendance event to be recorded.

Adding a New Attendance Event

el e

9]

oo

[ save

Attendance Information

Date: |05/1512007 [ [_Refresh |
01 AEX: Absent Excused [ae] 0 Dr note
02 | AEX: Absent Excused [v] Dr note
03 | AEX: Absent Excused M Dr note
04 | AEX: Absent Excused [v] Dr note
ADV | = Not Scheduled
ACT | = Not Scheduled

Fil Down | [ [ [
**=Cannot record attendance. Student is not scheduled or course doesn't take attendance.

Click New at the top of the Attendance tab.

Enter the date for the attendance event and click Refresh.

In the dropdown menu for the Period in which the event took place,
select the district-defined Code that best matches the situation.
Enter any Comments to describe the event in more detail.

If the event needs to be copied to subsequent periods on that day,
use the Fill Down option.

Enter the number of Minutes the student was present, if needed.
Click Save when finished.
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When hovering over an
attendance code, the name
of the user who entered the
attendance will display.

Color-Coded Key
Yellow — unknown

Teacher attendance re-
cords that have not been
verified.

White — excused
Attendance records that
have a code applied that
is mapped to a status of
excused.

Attendance records that
have a code applied that
is mapped to a status of
unexcused.

Attendance records that
have a code applied that
is mapped to a status of
exempt.

Multiple atten-
dance events,
such a student
being absent for
multiple days
or multiple students being
absent from one day may be
entered from the Attendance
Wizard tool found in the
Attendance module.



(\\ Student Attendance Tab

Cam_p\l',s Changing an Existing Attendance Event

: :
University e
Attendance Information
Date: 11/10/2006
e |
7] Absent [v]

AEX: Absent Excused
03 | auk: Absent Unknown
04 || AUX: Absent Unexcused A E |[student Council Mesting

AX: Absent Exempt
ADV | Epex: Early Release Excused
ACT | ERuK: Early Release Unknown
ERuX: Early Release Unexcused | |
ERX: Early Release Exempt
MEx: Medical excused
TEX: Tardy Excused
TUK: Tardy Unknown
TUX: Tardy Unexcused
TX: Tardy Exempt
S

g not scheduled or course doesn't take attendance.

1. Click on the date of the attendance event in the daily event sum-
mary.

2. Change the Attendance Code for the period which needs to be

changed. (The blank at the top of the dropdown list will indicate the

student was present).

Delete or change the Comment as needed.

4. Click Save when finished.

(98]
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DAILY ATTENDANCE

OVERVIEW

The Daily Attendance tool allows a user to see at a glance all students
who have an attendance event (absence or tardy) for a selected day.
From here, a user with proper rights may also edit or process individual
student attendance events.

OBJECTIVES

1. Navigate through the screen and understand the different on-
screen colors and options.

2. Edit individual student attendance

3. View individual student attendance history.

Hﬂaih Attendance I
& Summary Report & Caller Report

Date: 14102008 Uinknown Excused _-
[
Student Number Grade 01 02 (1] 04 ADV | ACT
Abeqgg, Dylan 103667 10 A AEX
Bandlow, Qasim 104682 10 A
Crotch, Daley 109367 10 AEX | AEX | AEX
Dunham, Aarani 110802 10 A
Easter, Stephen 111064 10 T
Eygster, Fern 1120986 10 T
Gersky, Dacey 113042 10 T

Using the Daily Attendance Tool

1. Expand the Attendance module.

2. Select the Daily Attendance tool from the index outline.

3. The tool will automatically load today’s attendance data based on
the server’s timestamp.

4. To change the date, either enter the desired date in the date field or
use the calendar tool to select the date and click Refresh.

5. To see attendance data from another school or from another year,
change the options selected in the grey header bar at the top of
your Campus session.

6. Events that have been created by the Attendance Wizard or by
manual edits on the student’s attendance tab (in Student Informa-
tion > General) will show the code and a color-coded status.

7. Any attendance that has been entered by a teacher will show just
the attendance type of Absent or Tardy with a yellow background,
meaning that these attendance events are of an unknown type and
have yet to be processed by the attendance office. In the example
above, Dylan Abegg’s 4th period absence has been excused, but
his first period absence has not been processed by the attendance
office.

8. Hovering over an attendance event will cause a pop-up window to
display, showing the meaning of the code, the person who entered
the event, and any comments that were entered regarding that par-
ticular attendance event.

©2009, Infinite Campus. All Rights Reserved. Last modified: 12 August 2009
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Daily Attendance

Abzent ]

i
o2 B
o vl
o B

ADV | * Not Scheduled

ACT |* Not Scheduled

[FilDown | [ clear | | | |

**=Cannot record attendance. Student is not scheduled or course doesn't take attendance.

Processing an Attendance Event for a Student

1. Select the event you wish to edit by clicking on the Code.

2. In the drop down list, select the relevant attendance Code. The
blank option at the top of the drop down will mark the student as
present for that period.

3. Enterin any new Comments in the comments field.

4. If the change should be applied to all subsequent periods (as in
a parent phone call excusing an entire day), select the Fill Down
option.

5. If the entire day needs to be marked as present (as in the case of

clerical error), click Clear.
6. When finished, click Save.

Viewing a Student’s Attendance History

1. Click on the student’s name. Their attendance history in that par-
ticular school and year will then display on screen.

2. To return to the daily attendance tool, click the daily attendance tab
at the top of the screen.

[ Daily Attendance |
Name: Rory Beckett - 105237 Unknown Excussd _-
Term 1 07/10/2006 - 10/06/2006 Date Period
Period 01 02 03 04 ADV ACT T 01 02 03 04 ADV | ACT
Absent o |0 0 |0 |O 1] 0 11/30/2006 Thu B A
Early Releaze (0 (0 (0 (0 (O ] o
Tardy 0|0 (0 (0 |0 0 0

Term 2 10/09/2006 - 01/19/2007

Period 01 02 03 04 ADV ACT T
Absent 1 |10 (¢ (0 |0 0 1
Early Releaze (0 (0 |0 |0 |0 0 0
Tardy 0 |0 (0 (0 |0 0 0

Term 3 01/22/2007 - 03/30/2007

Period 01 02 03 04 ADV ACT T
Absent 0 |0 (0 [0 |0 0 0
Early Releaze (0 (0 |0 |0 (O 0 0
Tardy 0 |0 (0 (0 |0 0 0

Term 4 04/02/2007 - 06/22/12007

Period 01 02 03 04 ADV ACT T
Absent 0|0 (0 (0 |0 0 0

Early Releaze (0 (0 (0 |0 |0 0 0

Tardy 0|0 (0 (0 |0 0 0
Course Humber 8 Hame Absent Tardy
2023z Algebra la 1 0
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CLASSROOM MONITOR

OVERVIEW

The Classroom Monitor will show attendance from the point of view
of the teacher including if the teachers have taken attendance for the
courses they are assigned to teach. In addition, the Classroom Moni-
tor allows the user to rapidly enter attendance for substitute teachers,
provided a roster or other list is submitted to the attendance office.

OBJECTIVES

At the conclusion of this lesson, learners will be able to:
* Monitor teacher attendance process compliance.

*  Monitor individual classroom attendance trends.

* Take attendance for substitute teachers.

Opening the Classroom Monitor

1. Expand the Attendance module.

2. Select Classroom Monitor.

3. The Classroom Monitor will open for the current date based on the
server clock.

4. To change the date, enter the date in the date field or use the cal-
endar tool to select the date.

5. Click Refresh to reload the Classroom Monitor for that particular
date.

6. The Classroom Monitor will show attendance from the point of view
of the courses, including if the teachers have taken attendance for
the courses they are assigned to teach.

7. Any section in green indicates that attendance has been taken for
that section; a pink background indicates that attendance has not
been taken for that section.

Date:|11/10/2006 5] Print

Teacher Dept Contact [k} 02 03 04 ADV ACT
Abra, Dean 1000s-23 (-1} 1000s-25 (--I0)
Adams, David 54 £/ 1000s-29 (—i0) 0100y-4 {--0)
Addy, David 0100y-50 (-0}
Allen, David 0100y-52 (—-0)
Allzey, David 0100y-54 (-0}
Backham, Dave 0100y-38 (—-0)
Beck, Kelvin Technelogy/Career Prep | & 1001=-1 (--118)

10040-3 (18/22)
Bindon, Dave 0100y-30 (-0}
Bird, David 0100y-55 (-0}
Blackmore, David 0100y-56 (—/0)
Blai, Debbie 0100y-58 (-0}
Biyth, David 0100y-6 (--10)
Body, David 0100y-129 (-0}
Botham, Debbi 0100y-28 (—-10)
Boult, David 0100y-108 (-0}
Bour, David 0100y-57 (—-/0)
Boyce, David 0100y-60 (-0}
Catchpole, David 10040-3 (18/22) 0100y-115 (—10)

Contact options for a teacher

The e-mail address and work phone number for a teacher as entered
on their Census > Person demographics may be obtained by hovering
over the icons in the contact column next to their name. Clicking on
the e-mail icon will open a new message in your e-mail program if you
have Microsoft Outlook, Mozilla Thunderbird, Qualcomm Eudora or
Apple Mail installed.

©2009, Infinite Campus. All Rights Reserved. Last modified: 12 August 2009
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Classroom Monitor

Viewing Attendance Data for a Particular Course

1. The numbers on the schedule grid indicate the course and section
the teacher is assigned to teach as well as the number of students
present on that given day over the number of students scheduled
into that section.

2. Hovering over the section will display the name of the course.

3. Clicking on the section will open the attendance tool for that particu-
lar section showing specific students and their attendance status for
that period on that day.

1001s-1 9SthWorldLittCompAP Prep

Teacher: Teacher, Demo
I save Bz Display Standard Seating Chart B2y Display Lab Chart

Date Selector
11/3042008 E Change Date

Student Name P A T Excuse Comments
1001=2-1 SthWorldLi'CompAP Prep

10 Alman, Niall

10 Amelung, Rose

10 Applegate, Jameela

10 Bibbey, Cherry

10 Bilingferd, Caroling

10 Bode, Takuya

10 Bonem, Tezsa

10 Boos, Beulah

10 Buckle, Michael

10 Buhse, Lamont

10 Exner, Dannae

10 Faber, Scarlett

12 Gottliek, Triztan

12 Goulzon, Tina

12 Hauchszer, Sanjna

12 Haumann, Leslie

IORICAORIORICAICRIONICRORONORICRIORIORICMORIO]
OQ|IOO|IC|C[O|O|O|0|C(C|0(00|0 0|0
CQIOO|IC|CQ|0|O|0|C(C|O(O|0|0 0|0

11 Haunton, Jazleen

Taking attendance for a substitute teacher.

If a teacher is gone and has a substitute, in most circumstances the
sub will not take attendance in Campus. It is recommended that a
roster or seating chart be provided for the sub to take attendance with
and then return that form to the office. The attendance office may

then enter the attendance by clicking on the section in the classroom
monitor and entering the data as needed from the teacher attendance
tool. When finished, clicking save will mark attendance as taken in that
period for the teacher. Their entry on the classroom monitor will now
show as green.
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ATTENDANCE REPORTS o
OVERVIEW CEJ'TIPUS

There are many reports in Campus that can be used to assist in the Uni it
management of student attendance. NIVersity

Path: Attendance > Reports

ADM/ADA Detail Report

The ADM/ADA Detail Report calculates Average Daily Membership
(ADM) and Average Daily Attendance (ADA) based on the whole day
and half-day attendance minutes defined in the calendar or an exact
minute setting. The report summarizes the data by student, grade and
calendar for the date range entered.

Avg. Daily Membership{ADM) & Avg. Daily Attendance{ADA) Summary with Student Detail

This report calculates ADM & ADA based off either whole day & Half Day attendance defined in the calendar, or u=ing
an exact minute calculation. it summarizes the data by student, grade and calendar for the date range entered. Blank
dates default to the start/end dates of the calendar.

Thiz iz a very complex report, so try to limit the number of calendars run per batch.

Which date range would you like to include in the report? Which calendar({z) would you like to include in the report?
Start Date E @ active year C‘ list by =chool O list by year
End Date G 0809
08-09 Fergus High School
. 2008-09% GF
Adhoc Fitter D 2002-09 HP
2008-09 JH
2008-08 LC
Report Type ® summary O Detail

SUM 08-0% Fergus High School

Calculation Options

@‘ EXALCT (The =um of minutes abzent / student day)

O DAILY APPROXIMATION
(Whole Day/Half Day attendance iz approximated
and theze days are summed)

|:| Add =signature line at the end of the report

Generate Report CTRL-click or SHIFT-click to select multiple

Generating the ADM/ADA Detail Report

1. Enter the Start and End Date by typing in mmddyy format or by
clicking the calendar icon to select a date. If these fields are left
blank, the report will base the calculation on the start and end
dates of the calendar.

2. Use an available Ad hoc filter to search for students to include on

the report. Doing so will reduce the amount of students included

in the report and decrease generation time. However, it is not

necessary and this report can be generated using just a selected

school and calendar.

Select the Report Type - Summary or Detail.

Select the Calculation Options - Exact calculation or Daily

Approximation.

5. Check the Add Signature box to include a signature line at the end
of the report.

6. Select the Calendar to use in the report. Calendars can be listed
by the Active Year, List by School or List by Year.

7. Click the Generate Report button.

B w
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(\ Attendance Reports
Campus Attendance Reason Report

) . This report counts the attendance period, attendance days grouped by
UI"II"-"EI"SItg attendance reason. Blank dates default to the start/end dates of the
calendar.

Attendance Reason Report Options

This report counts the attendance period, attendance dayz group by attendance reazon. Blank datez default to the
start/end dates of the calendar.

Start Date | yarn1,2008 73]
End Date | ggr30/2009 [T

Generate Report

Generating the Attendance Reason Report

1. Enter the Start and End dates to be listed on the report. The dates
will be defaulted to the start and end dates of the selected calendar.
Dates should be entered in mmddyy format or click the calendar
icon to select a date. For example, to view the attendance reasons
for the month of November, enter a start date of 11/01/2009 and an
end date of 11/30/2009.

2. Click the Generate Report button.

Consecutive Absence Report

This report generates a list of absences for the students during an
entered date range. Users need to indicate the amount of consecutive
days to report.

Consecutive Absence Report

Thiz report listz =tudents having consecutive =chool days absent.

Which students would you like to include in the report? Which calendar(s) would you like to include in the report?
Grade (*) active year O list by =chool O list by year
01 3
0z 05-09
03 08-09 Fergus High School
n& 2008-08 GF
s = 2008-09 HP
2008-09 JH
2008-09 LC
Date Range an j SUM 08-08 Fergus High School

Consecutive days absent®

Generate Report

CTRL-click or SHIFT-click to select multiple
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Attendance Reports (\

Generating the Consecutive Absence Report Ca mpus
1. Select the Grade levels for which to generate the report. All grades ) .
can be selected. UI"II"-"EI"SItg
2. Enter the Date Range for which to report absences in mmddyy
format, or use the calendar icon to select a date.
3. Enter the Consecutive Days Absent amount.
4. Select the Calendar for which to generate the report. Calendars
can be sorted by active year, by school or by year.
5. Click the Generate Report button.

Day Count Report

This report determines the total number of days a student has been in
attendance based on the minutes entered on the calendar and/or grade
level in the System Administration module.

Attendance Day Count Report

Thiz report calculates whoele day & Half Day attendance based off the number of minutes defined in the calendar, and
sums and fiters the totalz based on the report options below.

Which studentz would you like to include in the report?

(®) Grade All Students
)
10
11
12
() Ad Hoe Fitter
Start Date s
End Date |
Having at least days of Abzence
Having at most days of Abzence

Calculation Options

@ EXALCT (The sum of minutes absent / student day)

O DALY APPROXIMATION
(Whele Day/Half Day attendance is approximated
and these days are summed)

Sort Options (&) Name (O Grade & Name () Absent Days

Generate Report

Generating the Day Count Report

1.

2.

4.

5.

Select the Grade level to show on the report, or select a stored
student filter from the Ad hoc Filter dropdown list.

Enter the Start and End dates by which to base the calculations of
this report in mmddyy format or use the calendar icon to select a
date. If left blank, calculations will use the start and end dates of
the calendar. Students not enrolled during the entered dates will
not appear on the report.

Enter the Having at Least and Having at Most number. This
number determines which students should be included. If a perfect
attendance report is desired, enter zero in both fields.

Select the appropriate Sort Options - by Student or by Student
Number.

Click the Generate Report button.
17
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Attendance Reports

Period Count Report

This report counts attendance marks that meet the filter criteria by
period. Excuse codes count specific values; to count generalized
attendance, use the Status and Excuse values.

Attendance Period Count Report

This report counts attendance marks that meet the fitter criteria by period. Excuse codes let you count specific values,
but if you want a count of generalized attendance, use the Status & Excuse values. The report will fiter to the
INTERSECTION between the fields (Status, Excuse, and Excuse Code), but UNION within a single category.

‘Which students would you like to include in the report?

@ Grade

k)
10
11
12

) Ad Hoc Filter
Enrolment Effective Date | 17/27/2008 75|

Start Date H

End Date H

Having at least periods of Absence

Having at most periods of Absence

ERT D @ Period O Schedule
Sort Options & apha O Grade/alpha
status [ ] Excuse [ a1
[ Absent 1 unknown
D Tardy D Excused
D Early Release D Unexcused
D Exempt

Excuse Code || All (excuses count: 19)

[ aB: Absence (Mizc. ) [ oc: office Conference [ ev: collegemiitary Visit (Seniors

Only}
I:l EA: Excused Absence D 0S: Out-of-School Suspension - UA
0 [CJer: Extended liness (Medically
PA: Professional D TR: Truancy Werified)
Appeintment @ .
UV: Unverified Absence [CJHB: Home Bound with Tutoring
I:l TY: Tardy
[1xB: Class Not Held due to Block [is: In-Schook-Suspension

[JuA: Unexcused Absence Schedule
D MV Medically Verified Absence

[Jwo: withdrawn [[1xP: Appealed Absence - Exempt
[Joss: out-of-School-Suspended -
SMES
[ sR: School Related Absence
Generate Report

Generating the Period Count Report

1.

© N

Select which students to include on the report by selecting a Grade
level. To include all students enrolled, select the All Students
selection. Users can also select an Ad hoc Filter with already
selected students. Filters are built in Ad hoc Reporting.

Enter an Enrollment Effective Date in mmddyy format, or select

the calendar icon to choose a date. This date will include all active
students on that date.

Enter the Start and End Date for which the report should display
attendance information in mmddyy format or click the calendar icon
to select a date.

Enter the Having at Least and Having at Most number. This number
determines which students should be included. This can help in
identifying students who have perfect attendance.

Select the Grade level to show on the report from the dropdown list.
If left blank, students in all grade levels will display.

Enter the Enrollment Effective Date for the students on the report.
This date entry will only show students that are active as of this
date.

Select the appropriate Group Options — by Period or by Schedule.
Select the appropriate Sort Options — by alphabetical or by Grade/
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Attendance Reports

alphabetical.

9. Select the Status of the attendance entry — all, absent, tardy and/or
early release. At least one option needs to be selected.

10. Select the Excuse of the attendance entry — all, unknown, excused,
unexcused or exempt. At least one option needs to be selected.

11. If using the excuse codes for specific values on the report, select
the Excuse Codes. Select All to report on all excuse codes or select
individual excuse codes.

12. Click the Generate Report button.

Period Detail Batch

The Period Detail Batch Report prints student attendance by the period
name. The report will print one student per page, and can be sorted by
the student name, grade level or student number.

Attendance Period Detail Batch Report

Thiz report will batch print 2tudent attendance peried detail, 1 page or 2 pages per student suitable for handing out te
students. Thiz is a very complex report, 2o try to limit the number of students run per batch.

Which students would you like to include in the report?

(® Grade All Students

(0 Ad Hoc Fiter

How would you like the repert zorted?

@' Student Name O Grade D Student Number

Generate Report

Generating the Period Detail Batch Report

1. Select the Grade level to show on the report, or select an Ad hoc
Filter to select certain students.

2. Select how the report should be sorted — by Student Name, Grade
or Student Number.

3. Click the Generate Report button.

©2009, Infinite Campus. All Rights Reserved. Last modified: 13 August 2009
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Attendance Reports

Register Report

The Attendance Register report calculates whole day and half day at-
tendance based off the number of minutes defined in the calendar, and
displays the result for each day, for each student for a grade level along
with a summary of ADA and ADM during that time frame.

This report attempts to place all entries within the entered date range
on one page. If the number of days selected exceeds this range, it
prints all of the selected student’s date range first, then the next date
range.

If the totals cannot fit on the first page with the attendance entries, the
totals will appear within their own table.

Attendance Register

Thig report calculates whele day & Half Day attendance bazed off the number of minutes defined in the grade and
calendar, and displays the result for each day, for each student for a grade level along with a summary of ADA and
ADM during that time frame. The attendance days are displayed across the X-axis on a page in land=cape moede, =0
there iz a formatting limit of about 40 days.

ReportType (%) Students Daily Attendance

O Weekly Attendance Register
Start Date 0712772009 [T
End Date 07/27/2009 75|
Grade 0 D
Enroliment Effective Date |07/27/2009 E
Generate Report

Generating the Register Report for Students Daily
Attendance

Select the Report Type of Student Daily Attendance.

2. Enter the Start and End Date for which the report should display
attendance information in mmddyy format or click the calendar icon
to select a date.

Select a Grade level from the dropdown list to display on the report.
Enter an Enrollment Effective Date.

Click the Generate Report button. The report will display in a PDF
(Adobe) document, showing the student’s name and the days that
were missed. It will also display the present days and membership
days for each student.

[S—

Sk W

Generating the Register Report for Weekly Atten-

dance

1. Select the Report Type of Classes Weekly Attendance.

2. Enter the Snapshot Date in mmddyy format, or use the calendar
icon to select a date.

3. Select the information to include on the printed report - Print Atten-

©2009, Infinite Campus. All Rights Reserved. Last modified: 13 August 2009



Attendance Reports (\

dance Code; Print Classroom Monitor Attendance Verification and Campus
Print Period Schedule.

4. Select the Teachers to include on the report, or print the report for University
all teachers.

5. Select the Course Sections to include on the report, or print the
report for all course sections.

6. Click the Generate Report button.

Sub Attendance Roster
The Sub Attendance Roster report will print a list of students for a sub-
stitute teacher to use when recording attendance.

Thiz tool will print gubstitute attendance rosters

Period ACT EI
AN B
1

[ I I S LR K]

=

CTRL-click or SHIFT-click to select multiple
Effective Date 0712712009 H

Teacher Armstad, Sandra #5003 [

Armstrong, Chad #4001
Borgreen, LaVonne #5007
Bowen, Connie #5081
Brandon, Luke #5071
Breidenbach, Brad #5066
Breidenbach, Sherry #5039
Brosseau, Richard #5008
Burns, Mary #5009

Byrne, Judy #

Drivdahl, Loren #5013
Dubbs, Scott A. #5014
Durkin, Karen #5015

Feller, Wic #5018

Flentie, Susan #3005
Frie=zen, Jeff #5019
Fuzesy, Rick#

Gebert, Gary #5021
Graham, Jimnmy #

Guyer, Justin # D

CTRL-click or SHIFT-click to zelect multiple

[ Generate Report ]

Generating the Sub Attendance Roster

1. Select the appropriate Period for which to generate a roster.

2. Enter an Effective Date. This field is defaulted to the current date.
3. Select the appropriate Teacher for which to print rosters.

4. Click the Generate Report button.
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